eClinicalWorks

Business Analysis Department

END USER WORKBOOK - FRONT OFFICE
1

Kentucky Department for Public Health—March 2017

Provider

© eClinicalWorks, 2017. All rights reserved.



CONTENTS

o ~Nu A~ D

FRONT OFFICE II WORKFLOWS
Referrals
Incoming Referrals
Outgoing Referrals
eCliniForms (Overview)
Messaging
Actions

Creating an Action

Document Management

Scanning Documents

Attaching a Scanned Document to the Patient’s Chart

Scanning two-sided documents

Scanning color documents and changing scanning resolution

Adding Documents from Local

Moving Documents from One Patient to Another

Electronic Faxing

Incoming Faxes

Outgoing Faxes

Resending Failed Faxes from the Fax Outbox

Viewing Fax Logs in the Patient Hub

Faxing Multiple Documents from the Patient’s Hub

Faxing Multiple Documents from the Patient’s Documents Window
Letters

Generating and Printing Letters for an Individual Patient

Favorite Letter Templates

Removing Letters from User Favorites

Search Letters

Patient Specific Alerts and Recalls

Global Alerts

Billing Alert

Insurance Alert

MU (Meaningful Use) Alert

Telephone Encounters

Telephone Encounter Tabs (Overview)

Business Analysis Department — Created for Kentucky Department for Public Health
©Copyright eClinicalWorks, March 2017 — End User Workbook - Front Office |l

10

1l
14

15
16
18
18
19
19

21

21
22
22
23
24
25

28
28
29

29
30

31

31
33
34
35

36
38



Looking Up Assigned Telephone Encounters

38

Telephone Encounter Workflow

39

APPENDIX A: NOTICES

Trademarks

40
40

Business Analysis Department — Created for Kentucky Department for Public Health
©Copyright eClinicalWorks, March 2017 — End User Workbook - Front Office |l



FRONT OFFICE || WORKFLOWS

The following sections describe the workflows covered in eCW 101 Front Office II for
V10e.

For more information about these workflows, and V10e, refer to the documentation
available on the my.eclinicalworks.com Customer Portal.

Note: For information about patient safety, refer to the Patient Safety Advisory Letter,
available on the my.eclinicalworks.com Customer Portal.

Referrals

There are two types of referrals in eClinicalWorks: Outgoing referral and Incoming referral

Primary Care practices uses only the Outgoing referral since the patient can be seen
without a need of an authorization. On the other hand, Specialty offices use the Incoming

referral feature since some insurances require the patient’s appointment and the Outgoing
Referral to be the authorized prior to the visit.

Business Analysis Department — Created for Kentucky Department for Public Health
©Copyright eClinicalWorks, March 2017 — End User Workbook - Front Office |l =4


http://my.eclinicalworks.com/
http://my.eclinicalworks.com/

Front Office Il Workflows

Incoming Referrals

Path: Main Menu > Practice icon > Resource Scheduling > Appointment window

OR

Referral appointment request comes from

patient/referring physician’s office.

s this a new

. Y
patient? es

No

A 4

Search for the desired appointment
slot from the ‘Resource Scheduling’
screen.

A

Schedule the appointment by
selecting the appropriate Visit Type

and Visit Reason.

A

Create an ‘Incoming Referral’ for
the patient and enter the
appropriate details.

Register the patient in the ‘Patient
Lookup’ screen by entering only the
required fields* (please refer to

4

Use the visits tab to link the
scheduled appointment with the
referral.

Note: Referral must be
done and linked before the
progress note is locked.

l

Scan-in/ verify the documents
required for the referral (if available)

!

Assign referral to respective staff
member.

Patient Lookup > Patient Hub

To create an incoming referral:

1. From the Appointment window, click Referrals.

OR

From the Patient Hub, click the Referrals button.

2. In the Referrals window, select the Zncoming tab.
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Front Office Il Workflows Referrals

3. Click the New button:

Referrals for Test, Imm18627 0

Patient: Test, Imm 18627

Date Reason Referral From Referrai To Speciality Start Date End Doate Allow Used Visits

B eReferral Requests

Date Reason Referral From Referral To Speciality Start Date  End Date Allow  Used Visits

The New Referral (Incoming) window opens.

4. Document the details of the referral as needed.
5. To link the incoming referral with the appointment, click the Visit Details tab.
6. Enter the number of Visit Allowed.
7. From the Encounter Name drop-down list, select the applicable Visit Date.
8. Click OK:
poviest ¥ Test, Imm18627 -~
From Mnsurance Medicare Pins POS
() Provider Willis. SemMuli  ~ Austh Type SanDame | 0427/2016 B9
Facitity h Faciicy Y AuthCode  Authertcat EndOate | OW27/2017 =
To Open Cases X Recetved Date LA 5
L = UnkType. | ¥ NISIT " ReterraiDoe | 02712016 |
Speclaiy AssigneaTo ™ v Aopt Oate oo
(o Z priorty | Rowune : Sub Seatus v
Status @ Open Consult Penaing Addressed

Click on the drop-down
arrow and select the
appropriate visit date
that this referral has to

» )
Visit No | Encounter Name Futvs
1 v
2 v
3 v
Scan | oK Cancel Prew l .’i
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Front Office Il Workflows

Outgoing Referrals

Referral is ordered from the
progress note.

4

Referral is assigned to the
appropriate staff member.

REFERRAL COORDINATOR
WORKFLOW
v

Open up the ‘outgoing
referral’ screen and enter the
required information.

Assign the scanned consult
report to the respective staff
member .

A

Fax the referral with the
appropriate attachments to the
referring office

v

Change the ‘status’ of the
referral to ‘Consult Pending’

After the Consult Report comes back

from the referring physician’s office

v

Scan-in the consult report and

4

Change the referral status to
“Addressed”.

attach it with the appropriate
referral

Path: Main Menu > Practice icon > Resource Scheduling

To create an outgoing referral:

1. From the Resource Scheduling window, double click an appointment to open.

2. From the Appointment window, click Referrals.

OR

From the Patient Hub, click the Referrals button.

The New Referral (Outgoing) window opens.
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Front Office Il Workflows Referrals

Note: In addition, clinicians can initiate an outgoing referral from the Progress Note.

3. In the From section, select the provider name from the Provider drop-down list.

»

In the 70 section, select the specialty of the provider from the Specialty drop-down
list.

On the Reason tab, click Add button to specify the reason for referral.
On the Diagnosis tab, click the Add button to specify the diagnosis code.
On the Procedure tab, click the Add button to specify the procedure.

® N o U

To attach the attachments like, Progress Note, lab or DI results, etc., click the
Attachment button.

9. If the provider wants to add notes or special instructions, click on the ‘Notes’ tab and
enter the information.

10.0nce completed, provider assigns the referral to the Nurse/Referral Coordinator.
Nurse/Referral Coordinator can complete the referral process.

New Referral (Outgoing) >
Patient * shah, krunal L 2
From Insurance Peins POS
I — - —I il o Start Date =
ey ¥ Auth Code i Dok =
o
s j X Recened Date -
Provider x Pret v (VESIT .
bk of Referral Date ﬁ
IS‘PKWW' v Assigned To * Wl SamMul v Appt Date 5
== - e Sub Status v

Swtus & Open Consui Pending Addressed
Re Viskt Detaits Notes Serucnared Dota ~
i Seaner =

Description

Code Name Code Name

Logs Ok | | Cance Send Referral | R

The assigned referral to user is found on the R Quick-Launch(Jelly Bean) button:
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Front Office Il Workflows eCliniForms (Overview)

0.~ eCinkcaorks 100 m
© Referrals omons

REASON MTERRAL FIOM AT 50 PTCALITY

eCliniForms (Overview)

Paper forms that providers or patients must sign and are not available in the EMR system

(some insurances or facilities require unique paper forms) can be uploaded as
eCliniForms.

‘ Note: eCliniForms can be utilized with signature pads or iPad® tablets (if applicable).

1. To use the eCliniForm from the appointment screen, click ‘eCliniform’, and from the

progress note, click ‘Ink” and select the desired eCliniForm from the list and click ‘Ink
Doc’ button.

Co-Pay/ Claim changes for this visit only
[ Change co-pay for this visit

[ Non-billable visit

FA&Encounters 3 Find Logs ¢ Referrals i= Orders ® Bubblesheet & ~
() : J W S
Charge Detailq | eCliniForm Rx Eligibility | Misc Info m

Templates = a Claim Letters Ink & Scan
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Front Office Il Workflows Messaging

@ ecliniform - : Sample Consent Form

| x w‘.-lﬁ) <[ nd Q uiQ B[4
Q
REQUEST FOR MEDICAL SERVICES AND ACKNOWLEDGEMENT OF RECEIPT OF NOTICE OF HEALTH INFORMATION
PRIVACY PRACTICES
Q & Before you give yous consent, be sure you understand the information given below. If you have ary questions, we will
B BotomNose be happy to talk about them with you, You may ask for a copy of this form.

Tunderstand that | must tell the staff if Language interpreter senices are necossaty to my understanding of the writtenor
spoken information given dvrine mv health care visits, | understand that free intespretive services may not be
immediately available and” " may need to refer me to another health care facility to provide the
sewvices necessary for my care,

T have been given information about the test{s), treatment(s), procedure(s), and contraceptive method(s) 1o be
provided, inciuding the benefits, risks, possible problems/complications, and altemate choices, | understand that |
should ask questions about anything | do not understand. | understand that a clinician is available to answer any
Qquestions | may have, b

No guarantee has been given to me as to the results that may be obtained from any services | recedve. | know thattis
Acd Document || Publizh to Porsal my choice whether 07 not to havee sendces, | know that at any time, 1 can change my mind about receiving medical
services ot

2. Click the Signature icon and click the location in the document to place the signature:

3. User the signature pad or iPad tablet to sign the document. Click Save to save the
document in the patient’s record.

Messaging

The messaging feature in eClinicalWorks allows staff and providers to send and receive
messages internally.

Messages in eClinicalWorks can be accessed in two ways: from the navigation band under
the “"Messages” heading or by clicking on the "M” jelly bean at the top.

Search Tools “M” jelly bean

< )®v eCinicalWorks 10e m e @ s @ @ O O m‘a
(=}

Messages Inbox |~ Outbox  Deleted
]snder - Date  From = |
i Subject Cdlas
Filters (o | Al W Unreai Compose Message | mark ~ [ Apply Tagruntag vi

DATE ¥

FROM SUBJECT

. Availability of New version from eclinicalworks. Feb 20,2017 12:14 PM
egis ! eclinicalworks, support User Log Report Feb 09, 2017 00:00 AM
eclinicalworks, support User Log Report Feb 05, 2017 00:00 AM
crerrals
Message P — tabil : -
band 13 £ nbox N Availability of New version from eclinicalworks. Feb 01, 2017 13:20 PM
an
Outbox : A User Log Report Jan 19, 2017 00:00 AM
and & Deleteditems 7
. ocu User Log Report Jan 07, 2017 00:00 AM
Icons.

4. The messages band provides access to incoming messages, lets you send messages
and provides a way to delete old messages.

5. The ‘M’ jelly bean can display different information that is useful to the user:

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows Actions

a. The number displayed on the ‘M’ jelly bean corresponds to the number of unread
messages in your inbox.

b. Red ‘M’ jelly bean means that there is an ‘emergent’ message.
c. Yellow ‘M’ jelly bean means that there is an ‘urgent’ message
d. Gray ‘M’ jelly bean means that there is a ‘routine’ message.
6. Clicking on the ‘M’ letter will also give options to access the inbox or outbox.

7. The users can compose a new message by clicking on ‘Compose’ or ‘Create New
Message’ button.

8. Unlike other jelly bean items attached to a patient (Telephone Encounters, Labs,
Actions, etc.), messages are private between the sender and the recipient.

Note: This feature is not used for any clinical documentation for a patient. The clinical
documentation regarding a patient needs to be done through a telephone encounter.

Actions

Creating an Action
Path: 7 Quick Lunch link > Actions
OR
Patient Hub > Actions

Action feature enables user to create and assign task to different staff members in the
practice.

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows

Patient Hub (smith,Alexis)

& smith Alexis, (66Y ., F) [T @

B B
Y =g

Advanced Directive

Labs ; Insurance . Commercial
@ 219 Stadium St, Westhorough,MA-01581
a PCP : Jones, Mary
Bi 5555555500 | | Rendering Pr . Jones, Mary
P | 8 10/21/1950
# Account No: 1 | Messenger Enabled: No
Procedure
Web Enabled: No |
¢
. Structured Data
Imm/T.inj [%] Billing ru 4 ° ° .
‘_-; Color of Hair
. Patient Balance  : $42.69 Labs DI Referrals
AT ) Color of Eyes
Collection Balance :
* Account Balance  : $42.69 @ q a
Allergie
S Collection Status
a Assigned to Actions Tel Enc  Web Enc
Encounters
Billing Alert Guarantor Balance q q
coss
Ry Account Inquiry Billing Logs Docs P2pP
Rx
B Appointments
tes Progress Notes Patient Docs Action ¥ | | NewTejEnc
Notes Last Appeintment - 03/01/2017 09:00 AM g
Facility . WMA:Westborough Medi . Devices « |l New Action
Next Appointment : View Action
Facility Medical Record Consult Notes ssage

Telephone Encounter

Web Encounter

Claims

e
e
Accounts [}
o
]

Action

() P2P Patient Records

The number of actions assigned to the user
presently logged in are indicated here. Click
on “Actions” to see all actions assigned.

eEHX Clinical Motification

Mew Telephone Encounter

New Action

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows Actions
To create an action:

1. From the Review Actions window, click the New button:

@ All Open All OpenfAll Dates) All OpeniAs of Today) Addressed Cancelled
Provider - Facility» -
Assign To Willis.SamMulti  » Pavert N Name »

Action Type Al v Subsect
! Filter

The Actions window opens.

2. From the Name drop-down list, enter the Name of the patient.
3. From the subject drop-down list, select the Subject.
4. Enter the Due Date, Status, and the Priority.
5. Select Assigned To Provider.
6. To add any attachments from the patient documents, click the Attachment tab.
7. From the Recurrence Action section, enter the Last Due and Last Done date and time.
8. From the Recurrence Pattern section, select the appropriate radio button to enter
Frequency.
9. Click OK:
Antachments Structured Data
Name* Name v | | Info || Hub & Recurrent Action
Actlon T Recurrent Action Uze existing auachments for récurrént 3ction
2z Last Due* 042872016 [ | 10:49:03 @
Subject* v
LastDone*  04728/2016 [ = 10:49.03 ®
Created By Williz, Sam, Mutti B Recurrent Pattern
Creation Date 04/28/2016 10:49:03 ':equency'
Assigned To* - . F._‘: Hourls) ¢ Dayis) Weekis)
Facility Westborough Facility - Monthis) Yearis)
e ars = & Range of Recurrence
Start Date 04/28/2016 | [ B
Due Date* ™ End After Occurrences
Status* v End by 0412872016 B e ;
Priority* Low v : i
Notes © M |

@ Cancel

Merge Template | -

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows Document Management

Document Management

eClinicalWorks comes with document management feature which enables:

= Staff to scan the patient’s document into the system and attaches the document to the
electronic chart (consent forms, lab result, consult reports, etc.).

= External entities to fax documents directly into the EMR system (the document is faxed
electronically into the system and the staff is able to attach the document to the
patient’s electronic chart).

The below workflow illustrates the management of documents that are scanned into the
system and that are faxed into the system.

Paper document is scanned into the Paper document is electronically
system. faxed into the system.

A

The document must be attached to the
corresponding folder for the respective patient
and named appropriately.

Sign-off/reviewed
by provider
required?

Assign the document electronically to the
YES—» respective person. Type in any additional
notes, if required.

NO

Further follow-up
required?

Mark the document as

“Reviewed”. YES

ype in the respective instructions an
re-assign the document to the
appropriate staff member.

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows Document Management

Scanning Documents
1. The eClinicalWorks scanning module can be accessed by clicking on the “Patient Documents”

icon under the "Documents” band in the left navigation panel or from the Patient Hub.

To scan a document and save it in Patient Documents:

1. In the Patient Documents window, search for and select the patient:

@ ~ @ClinicalWorks 10e m'

@ Patient Document &

eCliniForms

Q <

—3 X-Ray Documents{0)
2. From the Options drop-down list, click Scan.
From the Scanner window, configure the scanner settings.

4. Feed the document into the scanner and click Scan:

N - e
Scanner HP Deskjet 2540 TWAIN bl
Color Mode | Black and White (1 bat) h
Page Size ”

|| Shemw Scan UL [ | Duplex || ADF

W File and Other Settings
Pages 0 :%: | 52an To Singhe File & Scanned Documents | 3
File Foarmat i Fl File File Size Duate Modified
Folder Path  CiUserbrisnbutnan - | > IT5KB 02/03/2016 0552 PM
File Mame > GER KR OLTE2006 09:20 AM
Deccription - £ 425KB 117202015 10:14 AM

B

= =
The documents generate in the scan bucket. Scanned documents are temporarily
stored in the Scanned Documents section of this window.

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows

Document Management

The following scanning options are available:

Option

Description

Scan Duplex

Enables users to scan both sides of the document.

Scan to Single File

Enables users to scan multiple documents (pages) into one
electronic file.

Color Mode Enables users to scan documents in black and white, grey
scale, or color.

File Format Enables users to scan documents in .tiff, .pdf, .jpg, or .png
files.

Pages Enables users to define the number of documents to be
scanned.

DPI

Enables users to define the quality of the documents.

Show Scan UI

Enables users to display the scanner’s user interface to
configure additional settings.

ADF

Enables users to enable or disable the Automatic
Document Feeder functionality.

Attaching a Scanned Document to the Patient's Chart

Path: Main Menu > Documents icon > Patient Documents

OR

Patient Lookup icon > Patient Hub > Patient Docs button

To attach a scanned document to the patient chart:

1. In the Patient Documents window, search for and select the patient.

. From the Options drop-down list, click Scan.

2
3. From the Scanner window,
4

scan the document.

. In the Scanned Documents section, ensure that the file name has been documented

for the scanned document.

5. Check the box next to the document, and click Attach.

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows Document Management

6. In the Patient Documents window, select the folder to move this document and click
OK:

Scanmer MP Deviget 2540 TWAIN v
Color Mode  Black and Wit (1 ) v
Page Sae ~

$how Scan Ui 1] Duplex 1] ADF
Store and sharce files in the
Docuwment Clowd

~
Pages 0 1) Scan To Single Fie » o [
Fie Format ~
Foider Pats .
Fie Nave
Descrgton p

Cmam

7. From the Document Details window, enter a Name and Description for the document.
8. (Optional) Attach the document to a lab or DI order.
9. (Optional) Add a document Tag.
10.(Optional) Select one of the review options:
= Reviewed - check if a sign-off is not required.

= Reviewed Doc and Lab - check if a sign-off is not required and the lab has been
reviewed.

»= High Priority — check if the document is high-priority; when this document is
assigned to another user, their D Quick-Launch button will display red.

11.(Optional) Assign the document to another user.
12.Click OK:

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows Document Management

Document Details - LN

Bare -
Bupary -
Setrerie -

R 11 e GG THEE, Tl

Scanning two-sided documents

Two-sided scanning can be done by checking off the “"Scan Duplex” option prior to clicking
on the ‘Scan’ button. Multi-page scanning can be accomplished by checking off the “"Scan
to Single Doc” option prior to clicking on the ‘Scan’ button.

N Scanner Settings
Scanner HP Deskpet 2540 TWAIN hd
Color Made | Black and White (1 bit) v
Frreime o
| [Z] Shonw Scan UL ] Duplex [7] ADF
i File and Other Settings
Paget 0 %.’ | Scan To Single File F Scanned Documents G,
File Foermat > ] Fie File Size Ciate Modified
Folder Path  CAleprobriagmbosnas: o | > i ITG KR Q2032016 0552 FM
File Mame . GES KB OLMEZ016 05:20 AM
Description - F 425 KB 1LrAVB015 11:14 AM
Attach Scan

Scanning color documents and changing scanning resolution

Color scanning can be done by selecting the color mode prior to clicking on the ‘Scan’
button.

Scanning resolution can be changed by adjusting the DPI value. Default DPI and pages
can be defaulted under settings.

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows Document Management

Adding Documents from Local
Path: Main Menu > Documents icon > Patient Docurments
To add a document from the local machine:
1. Select the patient.
2. Select the applicable Document Category.
3. Click the Add Local button:

@ Patient Documents (Watson,Mary) :

Vatson Mary x Namew Info || Hub

Dermatology Drawing(0)
Lab Documents{D)

Chart Documents(0)
X-Ray Documents{1)

|

U = (1 BP0

Patient Documents{0)

Add Descript

Add Local || Options » |  C

4. Browse the local file.
5. Select the document.
6. Click Open.

The document is added.

Moving Documents from One Patient to Another
Path: Main Menu > Documents icon > Patient Documents
To move the document to another patient:
1. Select the patient.
2. Select the applicable Document.
3. Right click the document and select the Move to Another Patient option:
4

. From the Patient text field, enter the Patient Name.

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows Document Management

5. Click OK:
e |
Q
&3 Dermatology Drawingl0)
&3 Lsb Documents(0)

3 Chart Documents(0)

3
-

X-Ray Documents(1)

U

£ healow logo documentation
Pazient Dog Update

00

Consult Not Download
Referral No Fax

Misci0) Print

BTl

EOB Docur® pove to € ategory

1
]
(54

Ad‘-'o"'“""l Move to Another »“nt'rf:r'.J

U0

Physical Exe Delete

~

Procedures wrawmpiey
Add Description

Add Local | | Oprions a | | |
The Patient Documents window opens.

6. From the Patient text field, enter the Patient Name.

7. Click OK:
Patient Documents )
Patient =af [ Name ~

E| Cancel

Note: The recommended naming convention to be followed when adding scanned
documents into the respective folders is to “YYYY/MM/DD; County;
NameOfDocument”. For example, if you are scanning a lab result that was received
on the 1% of April, 2011, the scanned document should be named as ‘2011/04/01;
CBC Result’. This recommended naming convention makes it easy to sort the
documents in chronological order.

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows Electronic Faxing

Electronic Faxing

Incoming Faxes

As introduced in the previous section, eClinicalWorks includes a document management
feature which allows external entities to fax the document directly into eClinicalWorks.
The document then can be attached to the patient’s electronic chart.

Path: Main Menu > Documents icon > Fax Inbox
OR
D Quick-Launch link > Fax Inbox

=5 @ ecinicaworks 10e
@ Fax Inbox

avorites

MODIFIED

[ ecliniForms

Review Documents

&1 Patient Documents
e-Py

B

Fax Outbox Admin

Prior to receiving the faxed document, the practice administrator maps the eClinicalWorks
application to the fax inbox for each facility by typing the fax inbox folder’s location on the
Fax Server window. The Fax Server window is accessed from the Fax Servertab in the
eCW Menu.

To attach received faxes to the respective patients:
1. Click the Browse File button to add a faxed document.
2. In the Browse window select the document, and click Open.

3. In the Fax Inbox, select the document and click the Add To Patient button.

OR
To add the individual pages from the received fax, click the Add Pages To Patient
button:

@ Fax |nb°x Facility Inbox Folde I Browse File I Add To Patient I Add Page To Patient

NAME » MODIFIED

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows Electronic Faxing

Outgoing Faxes
Path: Main Menu > Documents icon > Fax Outbox

eClinicalWorks allows users to electronically fax documents from the application. User can
use the fax feature by clicking on the Fax button from various section of the application
(Ex. Progress Notes, Patient Documents, Lab/DI Order, etc.). Once the document(s) is
faxed out, the user can monitor the status of the (sent out) faxes through Fax Outbox

window.

@® Fax Outbox 050672016 g3 (14|

Category 4 v Currentlog . v ApptProvider

Facilities All - Sent By All -

= T I O

SENT BY PROVIDER PATIENT TONAME FAXNO FAXSTATUS SENTDATE FAXTYPE STATUS DESCRIPTION

¥ All Facilities

Resending Failed Faxes from the Fax Outbox
Path: Main Menu > Documents icon > Fax Outbox

To resend failed faxes:
In the Fax Outbox, from the Send drop-down list, select the Send Failed Faxes option:

Category .y v Currentlog v Appt Provider All = l%

Facilities All v Sent By Al v

SENTBY PROVIDER PATIENT TONAME FAXNO FAXSTATUS SENTDATE FAXTYPE STATUS DESCRIPTIO!

¥ All Facilities

Send Failed Faxes

Send Selected Faxes

The fax server logs the request and begins transmitting the failed faxes.

Business Analysis Department — Created for Kentucky Department for Public Health
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Front Office Il Workflows

Viewing Fax Logs in the Patient Hub

eClinicalWorks keeps a log of all faxes sent per patient.

To view fax logs in the patient Hub:

Electronic Faxing

In the Patient Hub, from the Logs drop-down list, select the Fax Logs option:

Patient Hub gameson Mark}

& 2 jameson Mark. (41Y . M) m Q

Labs

Q Test on AWS,Test On AWS2 23, massachusetts MA-01059

.214-404-0204 | () 987-087.0877
P | £ 05/05/1975
‘\:«u“_ Account No: 9218 | Messenger Enabled: No | Web Enabled: No
|1=] Siiing
Imen/T dry gt Homeless
P B $0.00
‘:’ Veteran
Referral il
$0.00 Seasonal
M'go«. 1at Migrant
Limited English
- 8 Proficiency
nCourters
— Billing Alert Guarantor Balance Public Housing
oSS 7 | aul Reason patient
nt Jiry Hn g5
ASCOL Yoy ke ing Logs not qualified for
:_S( sample (ACO
x
B Progress Notes @Pavient Docs
Notes L I 05/05/2016 11:00 AM
WBF:Westborough Faci Medical Summary ¥ | Devices
- Me Re Consult Notes
Bumped Appt: NONE ase Manage & | Problem st ¥ || Flowsheets
New Appointment eCliniForms PHM Hub
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Front Office Il Workflows Electronic Faxing

Faxing Multiple Documents from the Patient’s Hub

To fax out multiple progress notes for a patient, go to the patient’s Hub and then click on
the “Encounters” button. Select all of the encounters whose progress notes you want to
fax out and then click on the “Fax” button.

Patient Hub (s Encounters ( Smith,Alexis )

_,'., Providers/Resources v Encounters v
Labs
. Facility Al - Service Dates From [ To =
ol Case Diagnosis (ICD-9) .| Clear
’/
Procedure Patient:  Smith,Alexis Case Type
&
N A& Date Time Type Status Provider Resources Reason Fac Code Facility Name
mm/T.Inj
‘_—’ v 03/01/2017 09:00:00 am NP PEN Jones, Mary Jones,Mary WMA Westborough ...
Referral 7 01/28/2009 09:30:00 am AV - Femal PEN Jones, Mary Jones,Mary annual WMA Westborough ...
* 01/14/2009 09:00:00 am NP PEN Jones, Mary Jones,Mary Training Appt TTFF Boca South
Allergies
o
e
CDss
Ry
Rx
Notes
Encounters: 3 Non Billable Visits: 0 Cancel: 0
View Logs ‘ | View || Print ‘ - Fax | ~ || View Appointment
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Faxing Multiple Documents from the Patient's Documents Window

To fax out multiple faxed/scanned documents from the patient’s documents window:

1. In the patient’s Documents window, click on the “"Multi Doc” button at the top of the

screen.
- ccinicaworks 10e [P}
®

Name + [info ] [ Hub]

eCliniForms

Add Local c.‘
2. One by one, select the documents that need to be faxed out and then click the “"Add”

button.

3. When finished selecting all of the documents, click on the “Fax All” button to fax the
documents out.
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B3 bulel Hoe Fane/Mpiij

Electronic Faxing

A=

Expand Al | Colapse 4l |

b &RAQM g € )

| & eClinicalWorks Yiewer

g Patient[Curran, b artha k)
{3 Lab Documents
= Chart Documents
-2 %R ay Documents
& Neuro Reports 5 001 jpg
=3 Patient Documents
& MNewMN-Driver's-licenzejpg
@ blue cross insurance card. gif

Faticnt ID Maticnt Nomc Maticnt DOB Faticnt Scx
3134 TestAetnal, Mary 010111930 FEMALE
21R5 Testdetna?, Tohn na4/1214971 FFMAIF
3186 TestAetna3, Jack 12/03/1984 MALE
3188 TestAetnad, Janice 11/25/1989 FEMALE
3189 TestAstnabd, Lori 07/2311979 FEMALE

| o |

@ Cardio Cardiolite Report 0
& Cardio sinuz bradycardia.bmp
{3 Referal Motes
=23 Mize.
® Advanced Care Form B.jpg
=3 Examination Drawing
| Physical Exam Drawing
3 Procedures Dirawing
S| Speciality Forms
& PHO2 2009-1-22 16:41:60
& Alcohol Misuse/dbuge 200941
® Tobacco Contral 2009-1-22 16:
$ Il Visit 2003122184111 (755071 201[H); Bits) 24; Size 0.5MB Comppression: RGE Tof1
23 eCw P2P Documents o
4 Procedure Documents Nan'!e . Deescription
CYEDE Documents Reqgisty excluded patients

=4 AdvDirective Documents Registiy excluded patients
£ Medication Refil Registry excluded patisnts

b | Surgery Document

Remove

R i | B

F'rintAII| Save as F'DFl Eancel|

4. Enter/select the destination in the appropriate field (i.e. name of the recipient,
destination fax number, etc.)

5. Click “Send Fax”.

Business Analysis Department — Created for Kentucky Department for Public Health
©Copyright eClinicalWorks, March 2017 — End User Workbook - Front Office |l = 26



Front Office Il Workflows Electronic Faxing

;
I E TR eI EY

~ To — From
Marne: [twills, Sam I ;l ool Marne: [l 5z
Provid
Fax: — |BE1-BRR-1515 PovIdEr . |Sam Wwillis
(Rendering);
or | | | . Voice #: |5G1-5551212
Subject:  |Patiert Document Comnpany:  |westhorough Medical Associates
Company: | Faciliy: [wiestborough Medical Associ  Browse. | |

& gClinicalWorks Viewer

r Patient ID Patient Hame Patient DOB Patient Sex
r 9184 TestAztral, Mary 0411980 FEMALE

I oig% Testhetnal, John 04/12/1971 FEMALE

r 9186 Testhemad, Jat 12/03/1984 MALE

r 9168 TestAetriad, Janice 11/25/1985 FEMALE

r~ 8188 Testhstnas, Lovl A7/25/1872 FEMALE

Tnciide Paterts

[ Schedule I Send Fax I Cancel Ireeert |
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Letters

Generating and Printing Letters for an Individual Patient

Letter templates for commonly generated patient-specific letters can be set up as
Microsoft® Word documents in eClinicalWorks. Once these letter templates are set up they
can be printed for an individual patient by clicking on the “Letters” button from the
patient’s Hub or clicking on “Letters” from the patient’s progress note and then following
three simple steps as outlined below:

1. Click on the “Letter” [...] button at the bottom left of the screen
2. Choose the letter template that has to be printed out for the patient.

3. Click on the “Run Letters” button to generate the letter for the patient as a Microsoft®
Word document that can be printed out as required.

Patient Hub (smith.Alexis)

. i i b i N
A& smith Alexis, (66, F) [[I] @ Advanced Directive ‘ Overview | DRTLM | History

Insurance : Commercial
@ 219 Stadium St, Westborough,MA-01581 o i

PCP : Jones, Mary Smith, Alexis, 66Y, F as of 03/02/2017
£555-555-5500 | | N .

Rendering Pr : Jones, Mary v Global Alerts

| §10/21/1950

v Advance Directive

Account No: 1 | Messenger Enabled: No
Web Enabled: No |

Procedure

7

Letter (smith,alexis)

Structured Data
Imm/T.I .
mm/Inj E%:] Billing 0 ' Al v
‘_-’ Color of Hair
i Patient Balance  : $42.69 Labs [ -
Referral Color of Eyes sarch | attar Name
Collection Balance :
# Account Balance  : $42.69 24 Hour Urine Results Letter
Alergies ! 0 {
Collection Status Abnormal Tests Result - Patient
Assigned to Actions T
Annual Physical Reminder
Billing Alert Guarantor Balance 5 ' AT ) TR T
Consult Notes
Account Inguiry = Billing Logs Docs B R cinal Letter pdf
. FinalLetter
Appointments
o Progress Notes Patient Docs Action b RIS
Last Appointment  : 03/01/2017 09:00 AM e M e
_ . ollow-Up Medical Repol
Facility : WMA:Westborough Medi e Devices ~| [Logs 3
Next Appointment : Form Insulin Pump Initiation Protocol
Facility : Medical Record Consult Notes Letters > Letter to Consultant from PCP
Letter to Referring Physician
Bumped Appt: NONE  Case Manager Hx: @&
P PP “ g - Problem List ¥ | Flowsheets PrintLabels ~
New Appointment oteT
eClinifForms == PHM Hub o
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Patient Recall Appointment Date Patient Protocol All Labs/DI/Imm Alerts Dx Rx Test Follow up

Select Patient ‘ Smith,Alexis

-

PATIENT NAME TEST PROVIDER DOB SEX AGE HOI PHO ASTDONE DUE DATE LAST VISIT NEXT VISIT

Smith.Alexis colonoscopy 10/21/1950 F 66Y 555-555-5500

Letter (No. of Patients : 1): 24 Hour Urine Results Letter
All

Search Letter Name

24 Hour Urine Results Letter
Abnormal Tests Result - Patient

Annual Physical Reminder

Authorization Referral Test

Favorite Letter Templates

Path: Patient Lookup icon > Patient Hub > Letters
Add letter templates to Favorite Letter Templates for easy access.
To add a letter template to the user’s favorites:

1. From the Letters window, point to a letter and click the Star icon:

v New n@ < W ) Q ‘“*Q aE

34 Hour Unine Recuts Lester
24 Mour Unne Resuts Leater

Asrcrmal Tests Resdt - Palere

www 't eClinicalWorks

FaciltyName

<<Facinydddeassl>>

<<Faclmyaddressd»

2. To filter the list of letters by favorite templates, click the Star icon next to the search
bar.

Removing Letters from User Favorites

To remove letters from user favorite:
1. Open the Letters window from Patient Recall window.

2. Click the Star icon located above the list of letters. The list of the user’s favorite letters
displays.

3. Click the Star icon located to the left of the letter name to be removed from favorites.
The letter is removed from the list of favorites.

Business Analysis Department — Created for Kentucky Department for Public Health
©Copyright eClinicalWorks, March 2017 — End User Workbook - Front Office Il =29



Front Office Il Workflows Letters

Letter (smith.Alexis) °

All v

24 Hour Urine Results Letter
Abnormal Tests Result - Patient
Annual Physical Reminder

j Authorization Referral Test

" Consult Notes
Final Letter pdf
FinalLetter
FirstLetter
Follow-Up Medical Report
Form Insulin Pump Initiation Protocol
Letter to Consultant from PCP

Letter to Referring Physician

Notes

Search Letters

The following enhancements have been made to the Letters:

®  Previous and Next buttons have been added to the Letters window. Click these buttons
to navigate to previous and next pages, respectively.

= By default, favorite letters display in the Letters window. To view all letters, click the
yellow star icon.

® The Search field can be used to search among all letters and not just the favorite
letters that display by default in the Letters window.
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Patient Specific Alerts and Recalls

Global Alerts

Global Alerts can be configured from the Patient Hub. These alerts pop-up whenever the
patient is selected from the Lookup window or when an appointment is modified for that
patient.

To assign a Global Alert for a specific patient:
1. From the Patient Hub, click the Billing Alert button:

Patient Hub (shahxrunal)

2 shah krunal,L (25Y. M) m Q Advanced Directive
insurance

Qo

I

®mkrunal.shah@echinicalworks.com | £ 07/20/1990

Account No: 9154 | Messenger Enabled: No | Wed Enabied: Yes

® © o

Homeless

$0.00 Labs DI Referrals
Veteran
Seasonal
$0.00 - a =
0 0 0
Migrant C,J "\x) Quz

Actions TelEnc  WebEnc
Limited English

Proficlency
Billing Alert Guarantor Balance Public Housing Q‘Q) @
N 20 R Reason patient Docs pP2P
Accousne Inquiry | > Biling Logs not qualified for
sample (ACO
=1 Appointments
Progress Notes @rient Dacs Action ¥ NewTelEnc
sst Appontment - 04/29/2016 09:00 AM
WBF:Westborough Faci Medical Summary Devices Logs ¥ NewWeb Enc
Nex e
Medical Record Consult Notes Letters >> Send Message
Bumped Appt: NONE  Caze Mansger He §@ Probiem List ¥ | Flowsheets PrintLabels v | Messenger -
New Appolntment eCiniForms > PHM Hub a eEHX -

The Alerts window opens.

2. Click the Update Global Alert icon:

Alerts for shah,krunal,L ®

K Global Alerts £a

MName Motes

The Global Alert Configuration window opens.
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3. Enter a unique name and description for the alert in the Name and the Description
fields.

4. Click OK:

Global Alerts Configuration @

N Global Alerts

& Global Alerts for shah krunal, |

Type Name Notes
Name Description

Il Thisisaglobal atert Yesitis 7

«

Prev Next New View Patient Logs

@ Cancel
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Billing Alert

Path: Patient Hub > Billing Alert button

Billers add billing notes to a patient’s account by configuring a Billing Alert. Front office
staff can view these notes by clicking Billing Alert in the Patient Hub:

Alerts for shah,krunal,L ®

F Global Alerts ca
Name Notes

¥ Billing Alerts © B

I A ! Ale

I A e

To qualify for MU objective(OBJ-304C) It [s required to capture race ethnicity language

information.

@ Cancel
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Insurance Alert
Path: Patient Hub > Billing Alert button

Insurance alert enables the billing department to broadcast a message for a particular
insurance. Front office staff can view these notes by clicking Billing Alert in the Patient

Hub:
Alerts for shah krunal.L (O]
W Global Alerts ga
Name Notes
w &il ° ®
I &l A
;LA
To qualify for MU objecive{OB)-204C) it 1s required to capiure race,ethnicsy,language

imformation

[T' Cancel
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MU (Meaningful Use) Alert
Path: Patient Hub > Billing Alert button

Meaningful User Alert pops up, if the MU required information is not captured in the

patient’'s demographic. Front office staff can view this information by clicking Billing Alert
in the Patient Hub:

& d f s
Name Notes
= O &
N
To qualify for MU abjective{OB}-304C) It Is required to capiure race, ethniciy,language
nrormaton
oK | Cancel

The required information for Meaningful Use includes:

®= Race
= Ethnicity
= Preferred Language

= E-Mail (For Patient Portal)
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Telephone Encounters

Path: Patient Lookup icon > Patient Hub

Providers and staff can document telephone conversations with patients using the
Telephone Encounters feature. Once documented, the Telephone Encounter can be
assigned to different staff member in the practice for further action. For example,
Telephone Encounters can be used to document medication refill requests, messages for
the provider, or lab results requests.

To create a Telephone Encounter:
1. From the Patient Hub, click the New Te/ Enc button:

Patient Hub [ et |

1§ 2 11 Agvanced Directive
LA Insurance
9 ”~
B g pcP
= L - Rengering Pr
2 = | £ 01/01/1900
o < Account No: 9132 | Messenger Enabled: No | Web Enabled: Yes
Procedure
Vs Structured Data o
$& 0 o 0
nen/T oy Veteran
Patient Balance $50.00
(-. { ) Seasonal Labs DI Referrals
Retorra ection Velance
Y. £ (Sso 00) Migrant
o . ) 0 o
slleace Sr 3 Homeiless
Aterges
P Limited English Actions TelEnc  Web Enc
8 Proficiency
Encourters
Billing Alert Guarantor Balance . K. g >
5 Public Housing @S\ ‘0
0SS = Reason patient
Account Inquiry - Billing Logs not qualified for Docs P2pP
& sample (ACO
Rx
11kl W LRI A) )
B — Progress Notes @Pavient Docs Action v | NewTelEnc
Notes st Appointment 0 04/06/2016 09:15 AM
Medicai Summary Devices X Logs v New Wed Enc
07/18/2016 10:15 AM
Consult Notes Letters >» Send Message
Bumped Appt: NONE Cace M o He Problem List it Fowsheets PrintLodets ¢ Meszenger -
New Appoimmen: eClinForms >> PHM Hud A
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The Telephone Encounter window opens with the Patient and Answered By fields
populated. The Answered By field populates with the user who created the Telephone
Encounter.

From the Telephone Encounter window, enter the name of the Caller and the Reason
for the call.

Document the message in the Messages field, and enter any action taken in the Action
Taken field.

Assign the Telephone Encounter to a provider or staff member.

(Optional) Check the High Priority box to indicate that the encounter requires
immediate attention. The D Quick-Launch icon for the Assigned To staff member will
display red.

After the issue has been addressed, select the Addressed radio button:

Telephone Encounter O Al %
2 Test,JOhns , 116Y .M INFO  HUB ASpHiLy OLOM16 (5W) s 2632 ISUrance
@ 7000.7038 S MAIN ST, LOS ANGELES, CAS0003.2 ApptiR): 071816 (SV) Acc Bak No Access
% 900 | Q 423-9546545 | (] 496.654.6466 Lang Roenanian Moldsw,.  Guar JOhns Test

Trans: No

8 |ohrsSwelichid.org
Alerges Eiing Nlents $
Medical Summary CDSS  Labs DI Procedures GrowthChart Imm  Tin] Encounters PatentDocs  Flowsheets +«  Notes
Patient* Test, JOhns Nome v
Answered BY  willis Sam, Multi Date/Time  (04/07/2016 11:20 AM ) Facility St. Johns WellChild &  w
Caller I Assigned To Willis,SamMu ~ I Pharmacy v
Reason v Provider v Stus & Open Addressed
Addressed and Docs Reviewed
High Priority

Meszages

Action Taken L Time Stamp | | Acton Taken
Prinz Scripz Send Rx Print Report Progress Note 4 Do ent ] oK [ Cancel

Click OK.
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Telephone Encounter Tabs (Overview)

Path: Patient Lookup icon > Patient Hub > New Tel Enc button

The following tabs are available in the Telephone Encounter window:

Tab Description
= Rx Access the patient’s current medication and prescription history, and
refill selected medication.
= Labs/DI Access the patient’s lab and DI results.
= Notes Document additional notes.

= Addendum Document additional details after the Telephone Encounter has been
marked as Addressed (locked).

* Log History | Review the user access logs for this Telephone Encounter.

* Virtual Visit | Access the Virtual Progress Notes for this Telephone Encounter.

Note: It is strongly recommended that the Telephone Encounter feature be used to
document phone messages that must be part of the patient’s medical records, including
front office, clinical, or billing-related phone calls.

Looking Up Assigned Telephone Encounters
Path: 7 Quick-Launch button

The number in the T Quick-Launch button indicates the nhumber of Telephone Encounters
that have been assigned to the user. The button displays red to indicate that a High
Priority Telephone Encounter has been assigned to the user.

Active (open) Telephone Encounters display in the Open, All, and All Open (All Dates) tabs
of the Telephone/Web Encounters window:

Allows you to see how
many telephone

Filters: Allows you to view
encounters have been

desired telephone

@ O O O O

Open Addressed Al Al Open (NI Dates)

= e ! RIFE  DATL PATHNT NAML PROVIOER  RIASON PHONI ASSIGNLD 1O FAOLITY

OLOL2016 155 PM Or. 1040 patient 10 co¥ 4238546546

Use the filters to search for specific encounters.
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Once a Telephone Encounter has been marked as Addressed, it displays in the Addressed
tab.

Telephone Encounter Workflow

ront Desk receives a
call from a patient

Document the conversation/
message using the “Telephone
Encounters” feature.

APPOINTMENT Nature o CLINICAL:

f RELATED the call URGENT ISSUE—l
Perform the required tasks Mark telephone encounter as
and document it on the CLINICAL: “High Priority” and assign to
“Action Taken” section. NON'URGENT ISSUE provider/nurse.
. Assign telephone encounter to Optional
‘Address’ the Telephone provider/nurse
Encounter. i .
Verbally inform nurse/
Provider/nurse documents the provider regarding the
“Action taken”. telephone encounter.

.

Telephone Encounter is Provider/nurse documents the
“addressed”. “Action taken”.
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APPENDIX A: NOTICES

Trademarks
eClinicalWorks®
eClinicalWorks® is a registered trademark of eClinicalWorks®, LLC.

All other trademarks or service marks contained herein are the property of their
respective owners.
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